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MEMORANDUM FOR: See Distribution - L //%ﬁ” /.(”

'SUBJECT | : Handling of DCI Correspondence Referred
' . - _to You for Action or Direct Response

i 1. This memorandum will confirm oral advice given to some of
you in the past with regard to responding to correspondence addressed
.to the Director which we forward to you for direct response or action.

2. Corresbondence from outside the Agency addressed to the
Director is reviewed by the Executive Secretariat to deétermine the neces-
sity of forwarding it to the Director for his information or action. If
correspondence is not deemed of sufficient importance to warrant his
. attention, it is forwarded to the appropriate Directorate or Office for

-+ direct action or information. If it is the judgment of that component that

“the matter does require the Director!s involvement, the Executive Sec~
‘'retariat should be so advised and action taken accordingly; e.g., obtain
DCI guidance or concurrznce in the courc: of actior you propose to take,
raise the matter at a Mornmg Meeting, or prepare response for DCL
signature. ' : :

3. If a direct reply is prepared, a copy should be provided to the
Executivé Registry. In such cases, the phrase "The Director has asked
'me to reply...." is not appropriate, as this suggests that the Director has
read the correspondence. Something along the following lines would be
' -preferable- : : S

"This is in response to your letter of to the Directoi. .:. oM
. "Thank you for your letter of to the Director....!

"Your letter to the Director, dated , has been referred
to me for response...."

STATINTL

B. C. Evans L
Executive Secretary
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v ME\/IOR_ANDUM FOR Deputy Dlrector of Personnel

SUBJECT T _Ha.ndhng of DCI Correspondence Referred’
: L to D/Personnel for Direct Response
REFERENCE = : ER 74- 1902

© . Bem:

- Per our conversa’cxon thJ.S mormng, here a.re some a.lternate Ieads

- -other than "The Dn:ector has asked me  to reply. .o ' o
v 'a) Thanie you for your letter to the Dlrector dated “ ___,
b) Your letter to the Dlrecior, dated e »A’\ ha.je been
L referred to me for response; . - . s T
| ﬁ._ c) Tl’ns 1s in reelpdeﬁse‘t‘o yovd- letter ;:o the. Dlrector," 01"

a) In response to your 1etter of _ B n.-.'-y

There may be others, but 1f we are to keep correspondence off the o

: DCI's desk and at the same time not imply that we are vot1ng hJ.s personal

stock anyone of the above may sufflce.
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